MS Office 2016 — Excel Pivot Tables - notes

Intfroduction

Why You Should Use a Pivot Table:
e Organize your data by aggregating the rows into interesting and useful views.
¢ Calculate and sum data quickly.
e Great for finding typos.

Create a Pivot Table

Exercise #1a - create a PivotTable
1. Open the file "PivotTableClass”.
Click on the Sales tab — tab names are found on the bottom of the spreadsheet.
Select a cell with data. (see Figure 1)
Insert tab > PivotTable button (most left side)
Click “OK" in the Create PivotTable dialog box. (see Figure 2)
Automatically directed to new sheet with PivotTable controls. (see Figure 3)
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A & < o £ Create PivotTable 2=l
1| Product  Price QtySold  Total Date
2 511115 5283 135 $38,205 1/3/2015 Choose the data that you want to analyze ———————————————————
3 302219 $172 T S13244 11312015
4 392219 5305 112 534,160 1/3/2015 %" Select a table or range
s 923502 §729 193 $140,607 11312015 - =
6 933592 588 9 $5,292 112712015 Tsble/Range: [Sheett1sas1:5Es29 |
7 933502 $599 28 $16,772 112772015 ¢ Use an external data source : o — “ i :
8 511115 $10 156 $1,560 112712015 2 The Analyze and
9 833987 $64 42 $2,268 143012015 Choose Connedtion.., 5 . A L
0 392219 $527 124 $65348  1/30/2015 o - g| [ omme ] ”_CS]!"J} tabs fm
1| o3:se $224 186 $41664  130/2015 annegian nams 5 Tobuiarepon choose ek PivotTable Tools
12 392219 $776 142 $110,192 20612015 £~ Use this workbook's Data Model o] o the PhfTabe Fietl Lt
B 923502 $69 49 $3,281 2062015 ) b
1 392219 $381 32 $12,192 21612015 Choose where you want the PivotTable report to be placed = —
15 23177 75 2 §1,875 2062015 o n| HEEsE
16 933592 $635 120 $76,200 2/6/2015 ﬂm_wmkmeet - - A placeholder
17 392219 $332 96 $31,872 2/1312015  Existing Worksheet 15 == o I
511115 5411 166 568226 2132015 i | = x PivotTable
19 933592 $641 166 $106.406 2013/2015 L CcaiCi »- Do T bt e bk
20 302219 616 131 $80896 211312015 ) o T couses
i 511115 §734 143 $104.962 211372015 Choose whether you want to analyze multiple tables =
2 933502 §783 43 $33660  2126/2015 [~ Add this data to the Data Madel z
23| 231771 5438 125 $54750 202612015 u — —
2 392219 $233 1068 $20998 202612015 Cancel | = - —
25 511115 $52 82 $4284 202612015 ! B
% 392219 $114 198 $22572 32012015 5 - “ =
27 511115 $425 80 $34000 /2012015 - = ol o
28 833987 $794 150 $119,100 3/20/2015 FIQUfe 2 C/ICK OK v sheett | Sheots | sheett | shestz | 3 - @ : e
2 823987 5140 13 $1580 32012015 E— _ Emu -+
. " " i _ i |
Figure 1- "Sales" tab data Figure 3 - ready to make a PivotTable!
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Exercise #1b - create a Table, then a PivotTable
1. Click on Make a Table tab
2. Select columns A - E.
3. Insert>Table -or- <ctrlt>
4. Click "OK" on pop-up window
5. Automatically directed to Table Tools
6. Insert > PivotTable Click “OK™ on pop-up window
7. Automatically directed to new sheet, with PivotTable controls.

Word problem fun — create a Pivot Table for these questions:
1. For the three-month period, which Product did we sell in the largest quantity?2
a. Hint —right click on any value in the “Sum of Qty Sold”, click on Sort, and sort from
largest to smallest.
2. On which day did we sell the most items?2
3. On which day did we earn the most money?

Now, add another row of data
May have to refresh the cache.
Notice that Excel automatically “sees” the new row.

ExerCise #2 - plOy Oround Recommended PivotTables ? >
Sum of SalesAmount by .. |~ Sum of SalesAmount by Region
1. Select the BigData tab. <Ctrl o> to select all the ot sumetsana | oL dta 3y ik e n e e
d OTO ;:’R‘::n ;;::3;; Row Labels - Sum of SalesAmount
: :\?EL;:'H ;::;;: MIDWEST 129901.71
Grand Total 78053238 NORTH 203507.65
2. Insert > Recommended PivoiTables Sum of SalesAmonnt by . i\?E‘g” ii:;’;ﬁ;i
P Grand Total 780532.38
3. Look through the various possible ways to show the ;:
same data. Some of these will not make sense! Ex: " s
summing the salesman numbers. - e
Sum of CustormerMumber,...
4. Click on one and see the different options. - pep

az FEECE
oA 148020905

350100585
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Sum of SalesRep, Count...

v

EBlank PivotTable Change Source Data... OK Cancel

Figure 5 recommended Pivot Tables
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Drag fields between areas below:

FILTERS COLUMNS

automatically “see” the new data.

VALUES

Defer Layout Update

i m - 1 + 100%

Figure 6 - handling dates

Exercise #3 — Value Field and Sort

. = Notes:
: Potisblefieds T o Excel 2016 does some date handling automatically. In a new Pivot
. T | Table, | dragged InvoiceDate to the Rows field, and Excel
o ome _ | automatically included the Months field and summarizes by month. |
& [ntay S can remove this if | really want to use the individual dates.
9 |#Jun SalesPeriod
ET] SalesRep
1 o S || Special formatting is lost. Need to format dates, currency, etc.
13 | #0ct

Using a Table as input to a Pivot Table is preferred — every time you add
I a new row or column to the input data, the boundaries of a Table will

ROWS 3 VALUES
Sum of Sales.. ~

Sum of Sales.. -

Region i

BranchMum... -

Mave Up
Defer Layo!

1. Using the BigData tab, create a new Pivot Table on a new page mo v toBesinning
: Mave to Report Filter

2. Select Region and BranchNumbers for the rows
3. Select Sum Of Sales for the Values field twice.

4. On the drop down arrow of Sum of Sales, click on Value Field
Sefttings.

5. Select Count.

Move to Row Labels

Move to Column Labels

cg Value Field Settings... >

Figure 7 Value field Settings

Calibi =11 /A A" $ - 9% 9
ount of Sal _ €0 00
6. Right click on any cell in the Count of Sales column. E‘ TE AT waE
T ¢E Copy
7. Mouse down to Sort, then mouse over to Sort Smallest to B oo

Largest and click.

8. Now all the data is sorted by Region / highest count of sales.

€

13
€
18
1=
11 %=
<0

161
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Sort Smallest to Largest

Remeve "Count of Sales” zl 3 st

Summarize Values By 3 Meore Sort Opticons...
Show Values As 3

Show Details

Value Field Settinge...

PivotTable Qptions...

Hide Field List

Figure 8 Sort by a Value field
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Exercise #4

1.

2.

5.

6.

7.

Click on a BranchNumber cell (left click)
Hold down the shift key.

Click two or three other BranchNumber cells. They don't have to be
touching each other.

Now click on PivotTable Tools > Analyze > Group > Group
Selection button.

Repeat this process so all the BranchNumbers are in a group.
Now we can sort by Group Number

hitp://bit.ly/2eKIOVF to see more options.

Exercise #4 — Slicers

4
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7
o
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10
|
w

MIDWEST

103516
201605
202605
208605
301505
301606
301619
305118
2016130
50161
601716
701512
= NORTH
101413
503405

3 |Row Labels| ~ Sum of Salesmount  Count of Sales

1848887.09 12432

63226.54 361

101663.15 623

sss682 Hold Cirl key
34252434

5635 N

7 Click on desired

cells

275.34
102026.23
5|jIHIB.rTHAIIPfu|n‘L|eH 54 Click on Group

NDWEST - 305 378 N
Lssarams S€lection.
161739.28 915
2779009.4 16103
124596.75 758
330180.44 1733

Figure 9 Group field

Using the BigData tab, create a new Pivot Table on a new page. Use

the layout in the example.

<Right Click> on the header row, Format Cells, click on the Alignment

tab, and Orient the text -90 degrees.

Click on PivotTable Tools > Analyze > Insert Slicer. Check Region,

Market, and BranchNumber. Three “slicers” appear on the report, and

the Slicer Tools tab appears. More choices!

In the Slicer Tool tab, you can assign each slicer a color.

D

rag fields between areas below:

' FILTERS COLUMMS

ProductDescr.. ¥

ROWS 2 VALUES
CustomerM... - Sum of Sales.. ¥
Meonths

InvoiceDate i

4

Defer Layout Update

Click on “Midwest" in the Region Slicer. Region = T || BranchNumber Y= Market =
Now only data from the Midwest will | MIDWEST ||| (202516 E A
show. Notice the other slicers only NORTH
display data from the Midwest — Denver, | sous b
Kansas City, and Tulsa. 5| WEST 18 & BurFaLo

TI7.61 o Q
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Exercise #5a — validate numlbers

1. Using PivotTableClass.XLS, click on the Validate tab.

2. Look over the data and try to identify the errors. Now we'll let Excel do the work.

3. Select a cellin the top portion, say C8. Click Insert > PivotTable, and notice the green running
dashes just go around Al to D15. Why?

4. Select either column C, or cells C2:C19.

5. Home > Conditional Formatting > Highlight Cells Rules > Less Than. <click> mouse.

6. Inthe Less Than dialog box, enter a number, like .1, and choose a color that will identify bad

numbers. (You can't sell a negative quantity of something.) Noftice that “empty” cells are
also identified.

7. Try simple formatting to see errors — <right click> on column D, click on Format Cells in the pop
up window

Exercise #5b — make a PivotTable with bad data
1. Play around with the “bad data” file — create a PivotTable, putting Item in the Rows field, and
Qty Sold in the Values field.
2. Note that it becomes “Count of Qty Sold”, and it counts how many rows have data.
3. Click on the drop down triangle in the Values field. Select Value Field Settings. Change it to

Sum.
::':ys REP:;"’; Qy 5°'°'3 Dateaxwazzma search o Row Labels| | Average of Qty Sold
Ginny  table 4 3172016 e chair 52125
Hermoine chair 2 3/18/2016 - Q;"'Suld lamp 3.8
Ron lamp 4 3/19/2016 i |
Abus  chair 3 312002016 ot apLes rat #DIV/O!
Minerva  lamp 5 3/21/2016 table 3.666666667
Bellatrix  chair -1 322/12016
Harry chair 3 2/3/2016 toaster 99999
Ginny table 4 21412016 Grand Total 5908.588235
Hermoine chair 4 2/5/2016
Raon lamp 4 2/6/2016 Drag fields between ar
Albus chair 3 21712016 Mave to Report Filter
Minerva  lamp 5 2/8/2016 FILTERS Move to Row Labels
ﬁg‘l‘f;”" 'ti;”;te 9999; - M;ﬁ’gma Move to Column Labels Figure 12 - very unpredictable results.
Minerva chair 3 1/23/2016
Peeves rat some 3/22/2005 > Remove Field
Drako chair 400 2/2/2016 ROWS [g Value Field Settings...
Figure 10 - the bad data. | did | e - | Row Labels | Count of Qty Sold
a few charts with different chair 8
data, pressing the “Refresh lamp 5
Data” button after each Tl rat 1
Chonge. B O - U + 100% table 3
. toaster 1
Figure 11 - change to "sum"
g 9 (blank)

Grand Total 18

Figure 13 - it counts the number of rows with

data
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Format a Pivot Table

Rename tab
1. Double-click the working sheet tab for the PivotTable's sheet.
2. Type the new name.
3. Press Enter

Adjust the column width
1. Select the column(s) that you want to change
2. Onthe Home tab, in the Cells group, click Format
3. Under Cell Size, click AutoFit Column Width.
4. Tip: to quickly autofit all columns on the worksheet, click the Select All button and then
double-click any boundary between two column headings.

Update number formatting
The PivotTable may not pick up formatting from the original data. It is necessary to re-format
numbers.
1. Click on the down arrow next to the desired field in the Values section of the task pane (Lower
right hand corner).
2. Inthe pop-menu, click Value Field settings... to bring up the Value Field Settings menu.
3. Click on Number Format (bottom left of pop up).
4. Apply formatting as in regular worksheet. Ex: Click on Number, change number of decimals.
Or ex: click on Date and format mm/dd/yyyy. Click OK.

Subtotals Excal PivalTable

port Layout

Tabiilar
Owtline
corpact | Jll | sico= | U | Fomatrumbers | |
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